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GEORGIA DEPARTMENT OF HUMAN RESOURCES
OFFICE OF ADMINISTRATIVE BERVICES
SO S — )  RECORDS MANAGEMENT UNIT'_

]

For instructions on completing this form oontact DHR Records Management Unit, 47 Tnmty Avenue, Atlanta, Georgia
30334. Phone - (404) 666-4976 GIST: 221-4983 {

DHR 1. GEORG]XBEFA'RTM'ENT OF HUMAN RESOURCES T ARCHIVESANDHISTORY |
Application Date - Office of Financial Services Application Number
Public Assistance Unit _A
8/24/82 47 Trinity Ave. S.W. - Room 503eS 73-477- -
Application Number 1 rinity v§6334 « = koom DAaﬂa Received Date Completed
82-48 Atlanta, Ga. 6311982 | gcT 251982
2. Person to Contact o T o Womr—I:i;;-Tl"i‘tle o Te!ephone Nurnber T
|___Nancy Howell . R s;gmuor o 636~ 4373_@ ;
3. Action Reguested Change Series Tit le Name :
a. O Establish Retention Schedule; recoft] will continue to accumulate. ‘Change Retention Instructions
b. [ Dispose of prasent accumulation; no further accumulation anticipated. Change List of Inclusive Materials
¢. [XAmend Application No. 13-477-A ‘Check One: [# Change; ¥ supercede; [ Void
3 Datosof Series T (6. Records Series Title ffollowsd by fitie used in office: if differsne) T T
Esrliest Latest AP '
| _Public_Assiatance_tanéelled Check ,nu?oatuon viles ... .
8. Dwnslon and Offica Function What is the function of the Divi3ion and the Office in which this record series is created?
N4
: i
T‘Ramrdsgtns Detc:n'p?;f; T —rThu flle oontams the followllng dochmants {include form numbers and titles, if any ): " Attach nmpiés of the file. —

Documents relating to: maintaining record of diqpbsition of cancelled PA check

Included ere: Form 307(R.1/80) -County Hold Order/ Check Returned By County And/Or
Disposition Advice, which explains the disposition of cancelled PA checks.

File s arranged: Numerically by batch number; thereunder, by date.

8. Monthly Reference Rate ._ How often are records re_f-etngu to wmch are: ) . o ]
One to six months old . : Seven to twelve months uid - ;  Thirteen to twenty-four months old
: twenty ﬂve months and older —_ ¥ . ' ro-
p . v S . S et o A Sr @ e e e e r i e e e ]
9 Annual Rate of Accumulation or Hecords CoeT T
Lettersizedrawers .. ... ; Legelsizadrawers — __ ___ ; Shelves e : Other (§oemfy) e o e
B e TR TTTUEIRE T " ]
Form 4998 (7-78) -t - “: {Over)

Y - .




YES | NO | 10. Questionnairs {Place an X" in the proper column) ] ' B o

‘ 8. Is this the official copy of the series? B =
s if ng::vhere is it? L N : . . _;\_m._ o

b. Does the series contain confidential information requiring security handling? If yes, cite lew or regdlstion.

c. Isthisa \fital record? } - ' ) . '

d. Does thls senes hava hmoncal or Iong tetm research value?

N I - — — J— [

e. When one or two documents in the file make it necessary to keep the entire flle for a Iong period, could these documents

r

be scheduled separately? e mtun e Fotger: C a oAt
f. Is the information contained in this series ever published?. If ygs, attach copy. . 9T

g. Is the information containad in this serles ever analyzed andfor reordel in’a symmarized report?
‘ vaes,attacheopy . NS e e

<! h. Istherea duphcatlon of this series in your office, or in another office or lgency?
it yes, where?

1. !s this series for & major portion of it} regularly microfilmed?

T Does the record series result in a &Mﬁutar printaot? TR

TIGATET -r'—-. ey

11. Retennon aqunrerhen oo The following requires the ssries to be kept:
-tt rotan ""‘?‘ S )

iniveirt avtanTonl 1o jﬁ"‘ 95f =

a.  Stete Law years. _ d. Awudit penod -ooey —ia _--__vtars.
b. Statute of limitation V —— _ Years. 8. Admmistratlve need — v‘ears
¢. Federal law —_— ... Years. f. Federal retantion instructions _— .. o YBars.

Attach oopv or excerpt of Iaws or regulations. Explain_ admlmstratwe nee .
i rreg*'*ﬂ Tadi X gqﬂ“v garmnApteat aiidiA

12. Appro;e}} Disposiﬁon Instructions  This agency recommands that the file series be cut off at the end of each:
' Ocalendar Year; X Fiscal Year; [Other ' : : - then,

® Hold in the current files area ..__6_.___ maonth(s) m—e—. Yyeoar(s); then
O Transfar to local holding erea; hold year(s); then

X Transfer to State Records Center; hoid . %% ___ _ vearls): then

Q Destroy

O Trensfer to State Archives for permanent retention.

3 Other [Specify) )

A2%74% A9 boffesn~s Jo pritfzacgoih 3o hiary g tainiiiee

GUNDeA ¥inon) vf o heanonl SV E SIS TR ERRSEI CRURY B Iy R Y TI Y. ool
2dandsy 29 halfan:naqy 30 ol anizT..n fdyvdAn e tutE o ttieaaa i
These instructions apply to all prior and future accumulations of the series.
Agency Heacj[pﬁe_slg_n_e_eﬁ(#ignatqre) La j ‘ﬁﬂ‘:f_-lf.)jt’p_r" ah Ty Recﬁrds Management O'Fﬁcér fS:gnatureJ i Date |
A scey G ozt N Sbytsa| Pl 7 M 72y/re
7 v - 7 S
State Records Committes fognature) - . Date

Recommandations in paragraph | T ] T““ Z
12 are approved. State Auditor/Designes / d’f s.” J e

(If disapproved, attach letter

of explenation.) . ( cratary of Stawbnlgnag | _QMM WJI\/\ _ 127/ ‘/[V

Attorney Genaeral/Designee

Form 4988 (7-78)
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P ¥E dE g s

H T . . OFFICE OF BECNETARY OF STATT
AT S::E A pp] jcation for DEPARTNZST OF ARCEIVES & NISTORY . PTE
i ceoria - RECORDS DISPOSITION STANDARD  seconve minscaminr vrvrsror
]
1  Aepiication Date -M(‘_r_{g‘x_j i . Sas separate instructions for completion - FOR RECORDS MANAGEWERT GIVISION USF oA
”/8/75 frons and r-uru: of this form. Sign original and two copiss Date Recaived Application No. . fate Compler?
2 . Meency Appltration ke, and forvard to Dopa.rtluﬂ of Archives and Nistory, kttention;
DHR-DA-~12 Recarde Mamagament officer.
‘3 AGFRY, Liviey n whdiyiatnan b Adsintatering Iflre Addreas _’"'"" to ronter?

‘ Department of Human' Resources
Division of Administration
Accounting-Public Assistance Payments
47 Trinity Avenue, Rm. 501-8

Nancy Heowell

Tel. Nn_
L ¥nrxing Title b L Te

Staff Supervisor 656-4373

e i e et

‘_T.QEH%'N' REQU"E_S"?E;%

ESTABLISH DISPOSITION STANDARD; ,[:] DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CQNTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED,

8 .E%g};iezsgf&sléﬁizt 9.Exact Series Title ~Y Amend Standad # 13 - 4‘,7
1371 - Present Public Assistance Cancelled Check Files

2;10. What is the function of the office in which this record serles is erested?
The Division of Administration is responsible for prov:.chng administrative support for
the Department. This includes general accounting services, development of management

systerns budget development and management, personnel admlnlstration, and data processing
coordlnatlon. .

Accouptlng Unit has the respon81b111ty for r'ecelvmgr, dlsbursmg and properly recor'dnng
and reportlng ‘the funds for the Department. z

-H1.This file contains the followlng documents (1nclude form numbers a.nd tltles, if any,
and file a.rra.ngement)

Documents relating to d|sbursmg public aBsLSTance ﬂ@ds. AT

Included are Public Assistance Can‘cg[ led Chegks * (For'm OAS[S:‘] 13)

Files are arranged numerically by batch number ;. thereunder by date.

ATTACH SAMPLES OF THE FILE

i ﬁ
i 17. EQUIPHENT ACCHPIPD An. of Dravers Cu. Ft. of Recorde fo. of Dravers Cu. FL. of Recnrde
Letter-s{te File b . o : ANRUAL RATE OF ACCUMULATIGN
r-slze ¢ Drawveri
L . i “ Approx. anmual - 200
— * - -

— . “!— A v . £ a Officeln) In Stcrage Arealel}
‘ ( . \‘ént:\-‘\ju Pile nrnurr-ﬁ ) A Lq . Y N - Ficor Space Occupled [Hquare Feetr) }L‘
“ H ) N | znl; Last Precrdingfhii Frior
j i . 4 ' ) Year's Year's Jear's Yeare'
‘1 (2) Tab Card ' Ly ] 10 : - e
{ - B
| AVERAGE DATLY RFFERENCES - ) .
H . ' 100 1169 25 25
| E——— s
[ Fors ameso.rl” L Y
g e rNa oy
i 3 . L
|




' ‘ . PAGE 2

QUESTIONNAIRE Piece an _-.l; T coluan. I anaver 1o YEST piease exprein | , Y"FS " NO

13. Is this the Record Copy of the se-ries? | o ' ' , [ «] ‘[aﬁ]
o . _

14, Is there a dupllcatlon of this series in another office or agency‘? . I 11 1%

15, Is the 1nformat10n conte.lned in this serles ever summarlzed or published'? [ :] [«

Attach copy of summary or publica.tlon. ) -
16. Does the seriés contain classified information requlrlng security hendling? - REEN

17. Does the series initiate, amend or terminate agency fpolicies and procedures‘_? N i[ S ‘[_);;]
18. Could fhe function be performed if the files were lost.‘ or destroyed? _ [r)_;:]_—i[: ]
19. Is the series (or ﬁajor portion.of it) regularly mi‘crofilmed? If yes, why? | -[_ ] [
20. Doee the record series provide data as input to an EDP file? ixl [ 1
21. Doee {:he record series contain. documentation produced as EDP printout? - ;-[ :”] ': [xj
22. Has the Federal Government isgued instructions governing the retention/dlspo-' = O[ T
sition of these files? See item #24 SR .- - -
23. Will there be a need for these records 10 15 years from now'? If yes, what‘?” - 7] tX]
2k, REQUIREP‘ENTS The followmg requ1res the files to be kept 5. years:

® L.
Tl o

a. []STATE b []STATUI‘E OF c.[]AUDIT a. NFEDERAL e.NADMINISTRATIVE " f.[IHiSTORICAL™ -
LAW LIMITATION PERIOD ’ LAW DECTSION VALUE
(Cite Law, Statute, or other reason for the ratention vequirement)

See attached sheet

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR ~-[ JFIScCAL YEAR - [MOTHER Monthly , sthen:

[ ¥ Hold in ‘the current files area 6 . " month(s)/ yea.r(s)
[ ¥ Transfer to [ X] State Records Center [ ] Locel Holding Area; hold 41/2 year(s)

.[ ] Transfer to State Archlves for permanent retention '
[ ] Destroy immedistely after cut-off, - -~ . = - ' : i T LT
[ ] Other: (Specn‘y) . :

(Indicate briefly rationale for recommendations above/or write additional remarks) :

v

¥

[ § Destroy. NOTE: These files may not be destroyed until all audit quéstions are resolved

i Records Managanent Of icer (S‘Lgnature Date | - |
a4 f/le OTHER REQUIRED SIGNATURES DATE

.4-{ s

are: ate Auditor

| 26. Recommehdations [Age ey Head/Deszgﬁee ' ' / — ‘
in paragraph 25|Lv] Approved | ] Disapproved ' /‘/- é{;jgé : 4[.5-5“
gnee

STATE RECORDS
COMMITTEE

ARLTTRIL AN \—/ f1-a0-18"
L 8€F z : 6"’2} "'7..5-—

]
General ’ -
Approved [ iee 1 RN leas L2371

——
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13-H717

73-478

13-479

ATTACHMENT SHEET
¢

PUBLIC ASSISTANCE AUTHORIZATION FILES
Documents relating to the guthorization
of monetary assistance (Public Assis-
tance) to eligible receipients in the
State. Included are:
1. B0l-Initial Authorization
2, 302-Status Change or termination
. 303-Corrective Action
. 304-Supplemental payment
. 306-Address Change
. 307-County hold order/Disposition
advice
7. 308-State hold order/DJ.sposn.tJ.on
advice
8. 309-Check undelivered notice
9, 310-Check returned by county
10. 314-Check cancelled at State
office :
11. 394-394,1-Authorized for payment
to nursing home vendor

o Ew

'"Plles are arranged by batch number.

PUBLIC ASSISTANCE CANCELLED CHECK FILES
Documents relating to the expenditure of
Public Assistance Monies. Included are:
Form #326 - Public Assistance Cancelled
Check, ' Files are arranged numérically
by batch number, then by date.

COUNTY CORRESPONDENCE FILE
Documents relating to official corres-
pondence between county Department of
Family and Children Serwices and ‘the
State Department. Included are:

1. form letters making corrections

in date, address, status, signature
2. letters of transfer of Pule.c
Assistance checks -
3. miscellanecus transmittal letters

Files are arranged alphabetically by county.

STOP PAYMENT FILES
Documents relating to the stopping of pay-

-ment on a Public Assistance check. Included

are:

1. Dept. form 104(362)

2. Coun'ty Department transmittal le't:'ter
re: op payment of public check
(form 6514)

3. Letter from county to state

4, Letter to bank re: Stop Payment

5. Copy of public assistance check

with original check that was cancelled

6. Acknowledgement letter from bank re:

Cancellation of public assistance check

File is arranged by county.

A

Cut off monthly, hold in current
files area for one (1) year;
transfer to State Records Center
and hold for two (2) years; then
destroy; however, records shall be
retained until resolution of audit
questions,

Cut off monthly; hold in current
files area for six (6) months;
transfer to State Records Center
for 2 1/2 years then destroy;
however records shall be retained
until resolution of audit questions.

Cut off at end of current fiscal
year; hold in current files area

for 1 year; transfer to State
Records Center and hold for two (2)
years; then destroy. However records
shall be retained until resolution
of audit questions.

Cut off at end of current fiscal
year; hold in current files area

for 1 year; transfer to State
Records Center and hold for two (2)
year; then destroy. However records:
shall be retained until resolution
of audit questions,




L

Continuation of Attachment Sheet
{

73,_% OPUBLIC ASSISTANCE CHECK REGISTERS FILE

Documents relating to the issuance of
Public Assistance checks. :Included are:
form=#353 - Georgia State Department of
Family and Children Services Check
Register.”Files are arranged by date and
by county.

A

Cut off at end of current fiscal
year; hold in cuwrrent files area
for 1 year; transfer to State
Records center and hold for two (2)
years; then destroy. However
records shall be retained until
resolution of audit questions.




